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A student library assistant is a student chosen by various
methods to aid the school librarian by assisting with many tasks which
are not difficult; thus allowing the librarian more time for extending
professional services to the students and faculty. Careful planning is
needed in establishing a well balanced assistant's program. School
advisors, or counselors are called upon by the librarian to assist in
steering suitable students toward helping in the library. Each year
the student body changes, and new assistants must be recruited. In
the light of this, librarians must propose and carry out a program which
will enable them to secure and train new helpers. Arranging schedules
and duties which will meet the needs of the students and the library,
and deciding upon awards to be received by the student assistants have
become continuous duties of the librarian. In solving these problems
the opinions of authorities in the field of library service and other
librarians may prove to be of great value.
Studies and research relative to student assistants may be found
in books, in articles published in periodicals, in student assistant
manuals and master's theses of library school students. Some of the
studies read and reviewed by the writer were made by Mary F_ Douglas
in her book entitled, Teacher-Librarian's Handbook;^ R.M. Carlson's
■^Mary P. Douglas, Teacher-Librarian's Handbook (Chicago:
American Library Association, 191*9).
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thesis, The Status of the High School Student Library Assistant Program
in the State of Washington;1 Wilma Bennett's manual, Student Library
Assistant;^ Lucile Fargo's book The Library in the School;^ C. S.
Blanchard's master's essay, Student Assistants in High School Libraries;^
Maud Minsters' article entitled, "Librarian chats about Student Assis¬
tants;"^ Helen M. Long's Study of the Selection, Training and Duties of
Pupil Assistants in Six Accredited High Schools in Jefferson County,
Alabama, 1956;^ and, Letitia McQuillan's article, "The Student Helper in
the School Library".7
1r. M. Carlson, "Status of the High School Student Library Assis¬
tant Program in the State of Washington, 1952-53," (unpublished Master's
thesis, School of Librarianship, University of Washington, 1953).
^Wilma Bennett, The Student Library Assistant (New York: H. W.
Wilson Company, 1933).
O
Lucile Fargo, The Libraiy in the School (Chicago: American
Library Association, 19L7).
^C. S. Blanchard, "Student Assistants in High School Libraries,"
(unpublished Master's essay, Graduate School of Librarianship, Univer¬
sity of Denver, 19U9).
^Maud Minster, "Librarian Chats about Student Assistants,"
Clearing House, XV (February, 19Ul), 3h2.
^Helen M. Long, "A Study of the Selection, Training and Duties
of Pupil Assistants in the Six Accredited High Schools in Jefferson
County, Alabama, 1956," (unpublished Master's thesis, School of Library
Service, Atlanta University, 1956).
^Letitia McQuillan, "The Student Helper in the School Library,"
Wisconsin Library Bulletin, XXV (February, 1929), 538-539.
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From reviewing ’these -works, the selection, training and duties
of library assistants may be summarized as follows:
1. There are several methods of selecting student assistants in high
school libraries. These methods include accepting volunteers for library
workj recommendations by teachers, counselors and principals. The most
widely used method discussed was the volunteer system. Minster ex¬
pressed the opinion that, "volunteer workers will prove to be the best
worke rs*l-*-
2. The qualifications designated as requirements for becoming an assist¬
ant include character traits and scholastic standards. Mary P. Douglas2
and Letitia McQuillan^ stated that character traits and scholastic traits
should be designated as requirements for student assistants. McQuillan,
in 1929 observed that, "only able students can learn library work with
its mass of organized details, its imperative need for accuracy and its
constant demands for resourcefulness and initiative".^ However, it was
thought by some that those who do not rate scholastically may benefit
from their library activities. One writer recommended that librarians
might sometimes choose students with latent possibilities because added
prestige and recognition may do them good.^ Another warns that, to
1-Maud Minster, op. cit.
^Mary P. Douglas, The Pupil Assistant in the School Library
(Chicago: American Library Association, 1957)> p. 13.
^Letitia McQuillan, op. cit.
^Ibid.
^Alice Brooks McGuire, "Student Library Aids," Wilson Library
Bulletin, XXVII (January, 1953), 396.
h
limit selection on scholarship is not good because all need the
training.1
3. The basic methods of instructing students involved group instruc¬
tion, individual instruction or a combination of both. Mary P. Douglas
strongly recommends group instruction because it is a time and energy
2
saving device. In the training of student assistants, manuals were
found to be very helpful. With a manual each assistant could have in
writing the duties expected of him.3
U. Duties of student library assistants are of a wide variety, and are
rotated to allow all the individual students to participate in as many
activities as they are capable of performing. Douglas has included,
in her book, a list of aids to be used by the librarian in guiding the
work of student assistants.^
5. The authors agreed that student assistants should receive some type
of recognition for library work. Henne, Ersted and Lohrer in their
Planning Guide for the High School Library Program advocated that assist¬
ants should not receive academic credit.5 Certificates, school letters
■4tuby Duffy, "How to Make Effective Use of Student Helpers,"
Illinois Libraries, XXXII (January, 1950), 76.
2Douglas, The Pupil Assistant, op. cit., p. l£.
3Ibid.
^Ibid., pp. 3-10.
^Frances Henne, fluth Ersted, and Alice Lohrer, A Planning Guide
for the High School Library Program (Chicago: American Library Associa-
tion, 1951), p. 11.
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and medals were suggested as possible means of rewarding student library
assistants for their work.
Purpose and Scope
The purpose of this study is to determine the selection, train¬
ing and duties of student assistants in a selected group of high school
libraries located in Arkansas. Included in this study are seven Negro
high school libraries which are among the lU high schools in the state
of Arkansas accredited by the North Central Accreditation Association
of Secondary Schools and Colleges. The schools chosen for study are:
The Columbia High School is Magnolia, the Pine Street High School in
Conway, the Southeast High School in Pine Bluff, the Eliza Miller High
School in Helena, the S. A. Jones High School in North Little Rock,
the Yerger High School in Hope and the Washington High School in
El Dorado.
This study brings evidence of current practices as they relate
to the selection, training and duties of student assistants in a selected
group of high school libraries in Arkansas. The findings may help to
improve the practices in these and othsrhigh schools in this state, and
may contribute to an awareness of the great potentialities of recruit¬
ing for librarians.
Methodology
Permission to conduct this study was secured from each principal
concerned by Dr. Virginia L. Jones, Dean of the School of Library Service,
Atlanta University. A questionnaire and checklist taken from Douglas'
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manual1 were then mailed to each librarian in order to collect data
pertaining to the size and facilities of each libraiy, methods of
selecting and training student assistants and the kinds of services
they render. The 66 most probable and possible duties as found on the
checklist were arbitrarily arranged into nine categories and each was
numbered: (l) Circulation, (2) Libraiy Housekeeping (3) Mechanical
Preparation, (U) Mending, (5) Care of Newspapers and Periodicals, (6)
Publicity, (7) Clerical Duties, (8) Reference Work and (9) Work with
Audio Visual Materials. The questionnaire also was designed to assess
the school in terms of its enrollment and teachers and the status of the
librarian in the school.
All seven questionnaires were returned and the data from them
were tabulated, analyzed and summarized. Manuals containing background
information of two schools were obtained from cooperating principals.
Facts concerning the facilities, staffs, enrollments and programs of
study were gathered from these publications. Mr. B. G. Williams,
Supervisor of Instruction of Arkansas State Department of Education,
supplied, through correspondence, data and other factual information
about the other five schools.
Description of Schools
Columbia High School, in Magnolia, is a one story brick struc¬
ture with "appropriate classrooms," a library, a science department,
1Douglas, The Pupil Assistant, op, cit., pp. 3-10.
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a gymnatorium and offices for principal and guidance counselor. There
are special buildings, housing the home economics, agricultural and
music departments. It has an enrollment of U25 pupils in grades seven
through 12. The faculty consists of 17 persons. Of these, four have
earned the masters' degree, and the remaining lii hold bachelor's
degrees.
The Eliza Miller High School in Helena has a library, class¬
rooms, counselor's and principal's offices and a gymnatorium. There
are k$2 students enrolled with 19 teachers.2
Located at Pine and Factory Streets in Conway is the Pine Street
High School. The building is a one story brick structure housing class¬
rooms, a science department, a library, the principal's office and a
gymnatorium. The home economics department and guidance counselor's
office are located in a building separated from the main building.
The enrollment includes 350 pupils in grades seven through 12 with
10 teachers.^
Jones High School is located in North Little Rock. The school
building contains two study rooms, classrooms, a library, offices for
the principal and guidance counselor, and a multi-purpose room in which
^•Letter from Mr. B. G. Williams, Supervisor of Instruction,
State of Arkansas, Department of Education, Little Rock, Arkansas,
April lU, 196U.




is found a large stage. Its present enrollment is 1,319 and it is
served by a staff of $1 teachers. There are 13 teachers here 'Who
have earned the masters' degree, 36 have earned bachelor's degrees,
and two are not college graduates. These two are journeymen and trades¬
men in their vocational fields.^
Southeast High School is located on Route 3 in Pine HLuff. Of
the 31 teachers here eight have earned the master's degree, and 23 have
earned the bachelor's degree. There is an enrollment of 790 students.
The main building is a one story brick structure which houses classrooms,
a library, a science department, offices, the music department and a
gymnatorium. There is a separate building for trades and industrial
courses
Washington High School, in El Dorado, is located on South Quaker
Street. The school has two main buildings which are joined by covered
walkways. Three temporary buildings were also used in 1963. The en¬
rollment includes 923 students in grades seven through 12, and a staff
of 3U persons including the principal and aseretary.3
lerger High School, in Hope, has an enrollment of £23 students
in grades seven through 12 with 18 teachers. The school building is
■^Scipio A. Jones Junior - Senior High School, Handbook (North




large enough for its present enrollment, providing space for regular
classrooms, a library, a science department, offices and a gymna torium.1
Description of Libraries
Columbia High School's library consists of 2,750 square feet
of floor space. There are six tables here which may accommodate 36
of the school's U25 pupils at a given time. The 2,$lh books in this
library provide an average of about £.6 books per person. The certi¬
fied teacher-librarian spends four class periods per day in the library
and also teaches English. She is aided in the library by 10 student
assistants (see Tables 1 and 2).
The library at Eliza Miller measures 1,U88 square feet. There
is enough space to place 15 tables and to seat 60 of its k%2 students
at a time, In 1963, the total numberof books in the Miller library was
2,938 which will supply each student with an average of 6.5 books.
Two student assistants offer their support to the librarian by working
in the librajy. She is a full-time certified librarian (see Tables 1
and 2).
Pine Street's libraiy is a small library measuring 1,000 square
feet. There are six tables and 35 chairs, providing seating space for
35 students per period. With 2,550 books in the libraiy each student
at Pine Street has an average of 7.2 books. The librarian, a certified
teacher, is helped by six libraiy assistants. In addition to her three
^■Ibid,
TABLE 1
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Columbia 425 17 2,750 6 36 2,5i4 5.6
Eliza Miller 452 19 1,1*88 15 60 2,938 6.5
Pine Street 350 10 1,000 6 35 2,55o 7.2
Jone3 1,319 51 10,868 14 80 6,770 5.1
Southeast 790 31 1,350 8 44 3,1*00 4.3
Washington 923 34 2,700 10 52 4,201 4.6
Yerger 523 18 1,328 11 66 3,361 6.4
TABLE 2








CertifiedTeaches Periods in Library
Columbia No English k Yes 10
Eliza Miller Yes • • • • • • Yes 2
Pine Street No English 3 Yes 6
Jones Yes • • • • • • Yes 60
Southeast Yes • • • • • • Yes 12
Vila shing ton Yes • • • • • • Yes 16
Yerger No English 3 Yes 2h
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periods of library duties she teaches English (see Tables 1 and 2).
Of the seven libraries studied Jones High School has the largest
measuring 10,868 square feet. With lU tables and 80 chairs, the library
may seat 80 students at a given time. Each of the 1,319 students is pro¬
vided 5»1 books out of a total book collection of 6,770 volumes. The
librarian, assisted by 60 student library assistants, is certified and
works full-time in the library (see Tables 1 and 2).
The library in the Southeast School measures 1,350 square feet.
There are eight tables and kh chairs in the library which will allow
Ur students to have seating space per period. Each student has an aver¬
age of U.3 books. There are 12 student assistants aiding the librarian.
She is certified and a full-time librarian (see Tables 1 and 2).
Washington High School's library offers seating facilities for
52 students each class period. There are U,201 books, averaging for
each of the 923 students iu6 books. The library measures 2,700 square
feet and has 10 tables in it. Student assistants, a total of 16, offer
their services to the full-time certified librarian (see Tables 1 and 2).
Yerger High School has a library which measures 1,328 square
feet. The library is large enough to seat 66 of the 523 students at any
given time. With 3,361 books the average number of books per capita
is 6.Lu There are 2h students serving as student library assistants.
The librarian, a certified teacher, spends three periods of each day
in the library and teaches English the remaining periods.
CHAPTER II
SELECTION, TRAINING AND EUTIES OF ASSISTANTS
IN SCHOOLS STUDIED
Selection of Student Assistants
All seven of the schools utilize the services of student assist¬
ants in the libraiy, and there are several factors involved in choosing
them. The final selection in all instances is left to the librarian.
The teachers share in the selection of student assistants in two schools
studied. Six librarians indicated that the students who work in the
library usually rank high in regard to scholastic achievement, character
and personality. One librarian stated that she has to use anybody she
can u get because the students who had high recommendations did not have
free periods. She did not state exactly how she selected the assistants.
In all seven schools, high citizenship rating, neatness of person and
dress, an attitude of helpfulness, and an interest in library work were
the qualifications considered in choosing student assistants.
Training
The training of student assistants is one of the most difficult
aspects of the school librarian’s job. The library must provide train¬
ing which is desirable. In many schools the librarian organizes the
students into a libraiy club and instruction may be given at meetings.
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Minster, a professional librarian, does not favor these clubs. She
states that, "Instruction through the library club is impractical
because the students forget the directions before time to do the work;
they finish one task and ask what to do next, and some tasks are often
left unfinished.
No formal instruction in library work was given to students in
any of the seven schools concerned. The librarians reported that they
gave informal instruction to individual students and to groups of stu¬
dents. The seven librarians also reported that experienced assistants
gave instructions to the new ones. Each school librarian prepares
manuals, which contain the duties of library assistants, to serve as
guides. Each student will want to know before he decides to work in
the library about some of the duties he will be expected to perform.
Duties
In order to ascertain exactly what kinds of work the students
were doing, a checklist of the duties was sent to each of the seven
librarians. The duties have been grouped under nine headings (see
Appendix C).
Circulation Work
Of the 66 various possible duties of school library assistants
listed in Appendix C, 19 of them have been classified under the heading
■^■Minster, op. cit.
of circulation work including activities that centered around routine
desk work, for the most part, 3uch as charging out materials, slipping
returned materials and shelving. The handling of overdues and fines
are also considered as a part of circulation work. The reporting li¬
brarians indicated that their student assistants do just about every¬
thing that is related to circulation work. Such routines may be easily
taught and learned. Since most circulation work requires contact with
clients, the assistant has the opportunity to serve his peers face to
face. Such an experience should lend itself to developing a sense of
responsibility on the part of the student assistant.
Library Housekeeping
The duties classified under the heading of library housekeeping
included activities such as, keeping shelves and the room neat and or¬
derly. Caring for plants and arranging flowers were also among the
duties being performed by student assistants in the seven libraries in¬
cluded in this study. This too, should develop a sense of responsibility
and neatness.
Mechanical Preparation
Opening and collating books, pasting in pockets and date due
slips, accessioning, writing classification numbers and price in books,
marking call numbers on books, lacquering spine or covers and remarking
books are seven of the 66 duties being done by assistants in all of the
libraries. Little skill is needed for most of the tasks. However, one
would certainly select a skilled person to print call numbers on the
spines of the books.
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Mending
Such activities as: removing from the shelves books which need
repair or remarking, mending torn pages and setting aside books in need
of rebinding were done by the student library assistants in six of the
seven schools reporting. It would seem that the very nature of this kind
of work would require a degree of training and skill.
Care of Newspapers and Periodicals
Each librarian reported that student assistants checked in
magazines on cards or sheets, filed back issues of magazines that were
to be kept, and made sure that the periodicals and magazines were in
order. Clipping newspaper and magazine articles was not checked by
one librarian, however, the remaining six indicated that this is being
done by their assistants.
Publicity
Student library assistants in each school library assisted the
librarian with publicity tasks. They helped make displays or in some
instances made the displays, arranged bulletin boards and exhibits,
made posters, notified faculty of new materials and helped plan and
present assembly programs.
Clerical Duties
The clerical duties engaged in by student library assistants
were numerous. There were 12 various kinds of activities listed (see
Appendix C). Six librarians reported that their library assistants
performed all duties. One librarian reported that her assistants did
not perform typing jobs except to cut stencils.
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Work With Audio-Visual Material
Student library assistants were expected to be found working
in the audio-visual department of the library. The duties included
preparing filmstrips, recordings and films for use and receiving and
transmitting requests for materials from central collection. However,
only one librarian indicated that this was being done by her assistants.
Summary of Duties
The 28 different activities which are carried on by student
assistants in all seven schools are, for the most part, routine duties
which require little or no formal training. Shelving books would pre¬
sumably require some type of teaching and understanding of the Dewey
Decimal system. Planning and arranging bulletin boards and exhibits
should certainly require a great deal of guidance and supervision. It
would be interesting to delve further into the benefits received from
the practice of the student assistants helping other pupils learn how
to use the basic reference tools in the seven school libraries. An
ill prepared, immature pupil assistant might have a lasting negative
affect upon the young potential research scholar as he blunderingly
tries to teach that which he really does not know.
The lfj duties checked by five of the seven librarians which
the other two did not include were, in most cases, of a more skilled
nature.
The libraries have books on reserve which student assistants
prepare and monitor. Much is done in these libraries by students in the
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way of helping preserve materials such as lacquering spines, marking
books, and mending them. No typing is done by students in two li¬
braries, except stencil cutting, but in the others students type book
orders, cards and bibliographies. It is assumed that if one is skilled
enough to cut stencils he would certainly be capable of performing other
typing jobs. The clipping of articles from newspapers and magazines by
students in five suggest that the other libraries do not have clipping
files or that the librarian is spending precious professional time at
this.
In the one library which has everything on the checklist being
done by student assistants, the routines of preparing audio-visual
materials for use are noticeable. Other types of work which require more
than ordinary skills include the preparing of simple bibliographies and
handling requests for materials from a central collection.
Schedules
Each student should know what is expected of him each day, and
his schedule should include a variety of duties. Each of the seven
librarians, in planning the schedule of work for student assistants must
take the following specific things in account, if the program is to run
smoothly, says Mrs. Douglas:
1. A definite plan of procedure must be worked out.
2. Each pupil must understand what he is expected to do at a
given time.
3. A work schedule should be posted where it can be consulted
by pupil helpers, by the librarian, and by teachers.
19
iu The schedule should be flexible to allow substitutions if
a pupil is absent or if special needs arise.
5. Jobs should be rotated so that each helper has an oppor¬
tunity to experience as many activities during the year
as possible.
6. Experienced and inexperienced, but compatible, helpers
should be paired when possible to provide training and
to eliminate the need for constant supervision of details
by the librarian.
7. One or more pupils should be assigned to the charging desk
every period in the school day. Help before and after
school is desirable.
8. Everyone should learn to handle the routines which must be
carried out every day and everyone should be scheduled an
opportunity to be responsible for them sometime during the
year.1
Each librarian questioned, indicated that work schedules were made for
the student assistants.
Compensation
No librarian reported that assistants were given academic credit
for working in the library; nor were they paid wages. The most prevalent
way of showing the assistants that their services were appreciated was
by presenting the assistants awards, such as pins or certificates. Of
the seven librarians, four gave awards in the form of pins, the remain¬
ing three gave certificates.




In recent years the school library has played an important
role in the education of youth. The library has become a service
center for the school. These services have increased from supplying
students with books to include non-book materials and the provision
of work experiences for students interested in librarianship as a
profession.
Students working as assistants in high school libraries have
become prevalent. This experience has guided many students to choose
librarianship as a vocation and have promoted better library student-
faculty relationships. The American Libraiy Association's Standards
for School Library Programs lists five factors to be considered in
utilizing help in high school libraries. The questionnaire sent to
each librarian was not designed to obtain her opinion of the factors.
However, from the data collected it is somewhat obvious that each
librarian was aware of these suggestions and has followed them in
selecting student assistants and utilizing their services.
1. Under favorable circumstances, organized student parti¬
cipation in the school library program yields educa¬
tional and other values for the students involved.
It heightens a sense of belonging, provides oppor¬
tunities for leadership and co-operation, fosters
the abilities to assume responsibility and to work
satisfactorily with others, expands the knowledge and
20
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appreciation of libraries and their resources, and
for some students leads to an interest in librarian-
ship as a profession.
2. Volunteer student help in the library should never be
exploited, and under no circumstances should it be used
as a substitute for paid clerical assistance or jani¬
torial work.
3. All students who can profit by the experience and who
are capable of contributing to the work of the library
should have the opportunity to serve the school in this
manner.
iu Counselors and other faculty members co-operate with
the librarian in the selection of students who will pro¬
fit from membership on the staff of student assistants.
5. Student library assistants are given the same recogni¬
tion and awards which are given to students belonging
to other service clubs.^
The following facts were revealed from the questionnaires sent
to each of the seven Arkansas librarians. Student assistants were
utilized in each school library. The number of assistants varied, one
has two, four have between six and 16, one has 2h and another has 60.
The final selection of student assistants was made by librarians in all
schools questioned. Personal qualifications and scholastic ratings were
of primary importance in selecting workers.
Student assistants received no formal training in library work,
sometimes informal individual and group training was given, but in all
seven instances the training seems to be handed down by the more ex¬
perienced students to the new recruits. The librarians indicated that
■^American Library Association, American Association of School
Librarians, Standards for School Library Programs (Chicago: American
Library Association, I960) pp. 20-21.
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work schedules nere made for assistants. Making -work schedules is a
very time consuming job and one cannot help but wonder about the time
involved in making schedules for 60 as is one case involved.
In each of the seven schools available for the study, awards
in the form of pins or certificates were given. These awards show
that the services performed by assistants are greatly appreciated.
The concerned student assistants performed various kinds of
duties (see Appendix B). They, the assistants, in one library per¬
formed all duties listed on the checklist. The other six librarians
reported that assistants did just about all of the other duties with
the exception of audio-visual woric, and one reported that her assist¬
ants cut stencils but did not type library book cards nor simple
bibliographies.
Not all of the schools are fortunate to have full-time
librarians even though a full-time librarian is considered a neces¬
sity for a modern high school library. For a school with as few as
200 pupils the American Library Association recommends a full-time
librarian and a half-time clerical assistant.1
With understanding and support from an administrative point of
view and the faculty of the school systems, the library will continue to
be a service center for these schools. Interested students may continue
to serve as assistants and through the proper guidance given by counse¬
lors and professional librarians, they too, may develop ways to improve
the services and resources of librarianship.
^Ibid., p.
APPENDIX A




As a partial requirement for a degree in Library Service
at Atlanta University, I propose to write a thesis concerning the
selection, training, and duties of student library assistants in
a selected group of Arkansas high school libraries. With your
principal's permission I am asking you to cooperate with me. I
would be very appreciative if you would complete one of the en¬
closed questionnaires and return it to me by in
the self addressed and stamped envelope provided. The second copy
is for your files.






Please fill in your answers or check in the appropriate spaces.
1. Current enrollment of your school? Number of
teachers?
2. Size of library in square feet?
3. How many chairs are in the library? Tables
lw How many books are in the library?
5.Librarian
Full time Yes No
Part time Yes No
(a) If part time what does librarian teach?
(b) How many periods per day spent in library?
(c) Are you, the librarian a certified teacher? Yes
No
6. Do student assistants work in your library? Yes No
If no, please stop here and return this questionnaire to me.
Thank you for your cooperation.
7. Who selects student assistants? Please check.
Librarian
Librarian and teachers




8. Upon what bases are they selected? Please check.
Scholarship
Interest in library work
Recommended by other assistants
Recommended by homeroom teachers
Attitude of helpfulness
High citizenship rating
Neatness of person and dress
Others (please write in)
2U
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9. How many assistants are used? Are they rewarded?
Yes No If yes: Paid? Yes No
Given scholastic credit? Yes No
Given merit certificate? Yes
"
No
Given awards or honors? Yes No
If yes, what kind?
10. Are work schedules made for student assistants? Yes No
11. Does your school provide a manual which contains the duties of
library assistants? Yes No
12. Check your method(s) of teaching your library assistants.
regular classes
use of manuals
group and individual instruction by librarian
group and individual instruction by experienced assistants.
group instruction by librarian with individual instruction by
experienced assistant
group instruction by librarian and experienced assistant
13. What types of work are done by pupil assistants? Please check.
Charging books
Discharging and slipping books
Handling overdues and fines
Compiling and recording circulation information
Filing daily circulation cards




Arranging returned books in proper order to be put on the shelves
Shelving books
Reading shelves and replacing misplaced books
Assisting with inventory
Keeping shelves neat
Adjusting shelf labels as needed
Checking and replacing material borrowed from the information file
Assisting with displays
Keeping periodicals and newspapers in order
Keeping the room neat and orderly
Straightening tables and chairs
Caring for plants and arranging flowers
Checking attendance and permits
Charging and discharging period loan of reserved materials
Preparing a file or list of materials on reserve for a given
class or teacher
26
Accepting pupil requests for reserve, and following through
on them
Keeping reserve materials in order
Making reserve book cards
Clearing materials from reserve shelves when the need for the
material has passed
Assisting in checking invoices with books
Opening and collating new books
Stamping ownership in books
Pasting in pockets and date due slips
Accessioning (where this is done)
Writing classification numbers, price, etc., in books
Marking call numbers on books
Lacquering spine or covers
Opening and alphabetizing magazines and newspapers ready for
checking
Checking those received on periodical record cards or sheets
Filing back issues that are to be kept
Clipping newspaper and magazine articles
Preparing recordings for use
Preparing films for use
Preparing filmstrips for use
Receiving and transmitting requests for material from central
collection
Checking and repairing returned films
Planning and arranging bulletin boards
Planning and arranging exhibits and displays
Making posters
Notifying faculty of new materials
Helping plan and present assembly programs
Preparing simple bibliographies
Assembling materials for classroom loans
Helping other pupils learn how to use reference tools, e.g.,
indexes to encyclopedias, the Readers1 Guide, card catalog
Helping other pupils locate needed information and materials
Removing from the shelves books which need repair or remarking
Re-marking books
Mending torn pages
Setting aside books in need of rebinding
Preparing order slips for titles checked ty the librarian in
various sources
typing book orders for printed catalog cards
Filing catalog cards (above the rod)
typing book cards
Writing overdue and fine notices
Sorting librarian's mail






2. Discharging and slipping books
3. Handling overdues and fines
lj. Compiling and recording circulation information
5. Filing daily circulation
6. Setting dates on charging machines or daters
7. Charging magazines
8. Charging audio-visual materials
9. Charging information-file materials
10. Arranging returned books in proper order to put on the shelves
11. Shelving books
12. Reading shelves and replacing misplaced books
13. Assisting with inventory
lh» Checking and replacing material borrowed from the information
file
15. Charging and discharging reserved materials
16. Accepting pupil requests for reserve, and following through on them
17. Keeping reserve materials in order
18. Clearing materials from reserve shelves when the need for the material
has passed.




1. Keeping shelves neat
2. Adjusting shelf labels as needed
3. Keeping the room neat and orderly
U* Straightening tables and chairs
!?. Caring for plants and arranging flowers
Mechanical Preparation
1. Opening and collating new books
2. Stamping ownership in books
3. Pasting in pockets and date due slips
U« Accessioning
5* Writing classification numbers, price, etc., in books
6. Marking call numbers on books
7. Lacquering spines or covers
Mending
1. Removing from the shelves books which need repair or remarking
2. Re-marking books
3. Mending torn pages
U. Setting aside books in need of rebinding
Care of Newspapers and Periodicals
1. Keeping periodicals and newspapers in order
2. Opening and alphabetizing magazines and newspapers ready for
checking
3. Checking those issues received on periodical record cards or
sheets
U. Filing back issues that are to be kept
5. Clipping newspaper and magazine articles
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Publicity
1. Assisting with displays
2. Planning and arranging bulletin boards
3. Planning and arranging exhibits and displays
U. ^king posters
5>. Notifying faculty of new materials6.Helping plan and present assembly programs
Clerical Duties
1. Checking attendance and permits
2. Preparing a file or list of materials on reserve for a given
class or teacher
3. Making reserve book cards
U. Assisting in checking invoices with books
5. Preparing order slips for titles checked by the librarian in
various sources
6. imping book orders forprinted catalog cards
7. Filing catalog cards (above the rod)
8. Typing book cards
9. Writing overdue and fine notices
10. Sorting librarian's mail
11. Typing book lists or bibliographies from cards or copy
12. Cutting stencils
Reference Work
1. Preparing simple bibliographies
2. Helping otherpupils learn how to use reference tools, e.g.,
indexes to encyclopedias, The Readers' Guide, card catalog
3 Helping other pupils locate needed information and materials
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Work on Audio Visual Material
1. Preparing recordings for use
2. Preparing films for use
3. Preparing filmstrips for use
iu Receiving and transmitting requests for material from central
collection
!?. Checking and repairing returned films
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